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This User Guide is intended to provide steps for preparing and completing the 2011 Mid Year
Progress Report using eGrATIS. All data shown in images or examples are for illustration
purposes only.

|. Introduction

What is eGrATIS?

eGrATIS (Electronic Grants Application Tracking Information System) is a web-based
application developed for use by Grantees for preparation and submission of their federal grant
budget application for funding their immunization program. eGrATIS is hosted on a Secure
Data Network (SDN) server to insure the safety of the entered Sensitive but Unclassified data.

Reporting Mid Year Progress on 2011 Objectives

The Mid Year Progress Report module supports the creation of your Mid Year Progress Report.
For each of your 2011 Application objectives, you will provide its status as well as progress and
barriers to date. Submitting in eGrATIS finalizes your report resulting in a generated report to
be uploaded to Grants.gov.

“Official” submission through Grants.gov

After you have completed and submitted the Mid Year Progress Report in eGrATIS, you will
then download the Progress Report and submit this document into Grants.gov as part of Interim
Progress Report submission.

Who are eGrATIS Users?

Your local Program Manager determines who will use eGrATIS, as well as what role you will
have. This may include view-only or create and edit ability in different parts of the system. (If
you have Super User role for Mid Year Progress report, you will also have it for the Application
module.)

User Level You may...

Super User Enter and edit progress on objectives.

Approve objective progress updates.

Manage attachments and view system-generated report.
Finalize (Submit) the progress report.

User Level 1 & User Level 2 Enter and edit progress on objectives.

Manage attachments and view system-generated report.
Cannot finalize (submit) the progress report .

User Level 3 & User Level 4 View (but not edit) the progress report.

View attachments and system-generated report.
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Access eGrATIS

You can access eGrATIS only if you have applied for and installed a CDC Secure Data Network
(SDN) Digital Certificate and been given rights by the eGrATIS system administrator. If you do
not have a certificate or access to eGrATIS, contact the SDN Helpdesk 1-800-532-9929, option

1.

If you are unable to log into eGrATIS, please contact the eGrATIS System Administrator,

Cindy Whitehead (cdwl@cdc.gov) or the eGrATIS System Administrator backup, Igor Bulim
(idbl@cdc.gov).

Steps to Accessing eGrATIS

1.

2.
3.
4

Open your internet browser (e.g., Internet Explorer).
Enter the following web address: https://sdn.cdc.gov.

Press the Enter key on the keyboard.

Ensure that your digital certificate is selected on the ‘Choose a Digital Certificate’ screen
and select OK. You will be taken to the login screen of the CDC Public Health Partners
website.

Enter your Challenge Phrase . This phrase was created by you when applying for the digital
certificate.

Select Submit . If submission is successful, you will be logged into the CDC Public Health
Partners website. If you have any problems logging into the SDN site, please contact the
SDN helpdesk at 1-800-532-9929, Option 1.

Select the eGrATIS link from the My Applications section to log into eGrATIS.

If you are assigned more than one User Role, choose the role you need. Otherwise, skip to
the next step.

You will be taken to the eGrATIS Award page, which lists the various grants available to
ou.

- © Log Out SuperUser Test © Gotham City
IefG rATIS)

Available Awards:

CDC = NCIRD = |SD > POB » Immunizations Grants and VFC Program

* |mmunizations and Vaccines for Children Grant (COC-RFA-IP08-803) - Active through 5/31/2012
« Prevention and Public Health Fund (CDC-RFA-IP11-1107PPHF11) - Active through 12/31/2013

Recently Viewed:

Organization Program Award [ Application Award #

CDC / NCIRD /15D / POB|Immunizations Grants and VFC Program |Immunizations and Vaccines for Children Grant| CDC-RFA-IP08-803
CDC / MCIRD /1SD / POB | Immunizations Grants and VVFC Program | Prevention and Public Health Fund CDC-RFA-P11-1107PPHF11
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[ll. Access Progress Report Module

From the Award page, select the relevant grant: Immunizations and Vaccines for Children
Grant.

On the home page, under Active Modules, select the “2011 Progress Report” link under Active
Modules or “MY Prog Report (2011) under Modules section.

All data in the screenshot is for demonstration purposes only. The Progress Report will
be open for the number of days determined by CDC.

eG rATIS # Award
]

Active Modules Useful Links

©Llog Out @ SuperUser Test @ Gotham City

Immunizations and Vaccines for Children Grant

e |con Glossa
« File Downloads

News / Announcements

Modules e e e ek b bbbt
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ No Announcements
By Module
Application (201 Y Prog Report {2011 EQY Prog Report {2010
Open until 8152011 Opeér um Closed on 4/1/2011
Not submitted Not submitted Not submitted
Grantee updates end-of-year
Grantee submits proposed work Grantee updates mid-year program progress
plan & budget program progress F . 4
009 | 2010
0081|2010 2011 | 2012 009 | 2010 | 2011

The Mid Year Progress Report module will display. (See next page)
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Countdown to module close date

Must complete and press submit button before the
deadline

Summary Workplan

E Due in: 62 days Budget Year: ml

Award > Progress Report = Summary

Workplan Attachments -
Optionally add
All workplan items must reach approved status prior to Add New Attachment < :
submission. supporting documents

Work Plan Overview

Status Count Untouched: No progress reported
Untouched 28 . . .
\Warking 0 < Working: Progress information entered. May not
Srpmed 19 be completed or may be ready for approval.

Approved: Progress information completed and
approved

* The Woerk Plan Overview box indicates the status of your work on your objectives.

Objectives marked as ‘does not apply’ in

Reports Application 2011 will still display and be preset to
Approved.
Progress Report | | | &) PDF
4
Final Submission! Submit button displays for Super

Stbmit | <——| User and enables once Progress has
been report on all objectives and they
are marked approved.

System-generated report showing Objectives and
the reported progress information

Completed report to be uploaded to Grants.gov
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IV.Report Progress on Objectives

You must report a progress update on every objective.

1. Select the Workplan navigation link from the Mid Year Progress Report summary page.
You may also select the Workplan tab.

Award = Progress Report > Summary

E puein: 62 days Budget Year: m

Workplan Attachments
All workplan items must reach approved status prior to Add New Attachment
submission.
Fa A
Work Plan Overview
Status Count
Untouched 28
Working 0
Approved 19

* The Work Plan Owverview box indicates the status of your work on your objectives.

Reports

Progress Report | | | »

&
|‘U
=

Final Submission!
Submit |
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The system will present the objectives from the 2011 Application

i Award Immunizatiens and Vaccines for Children Grant © Log Out @ SuperUser Test © Colorado

Summary Workplan

E pue in: 62 days Budget Year: m

Award > Progress Report = Workplan

& Click to view the filter options. Current filter: [Statuz]
2011 - 0101 30 Approved <qChapter Objectives that were

2011- 0102 €[l * Evaluation §269. 578 = £ Untouched cheeter{ marked as “does not
apply” during Application

[:”a

2011 - 0201 =1 " Written policies §265.274 = E] Untouched Chapter 3 - ;

- will display as Approved
2011- 0202 F¥€omuel o oview Notes Icon $425.316 = & Untouched cresi=d since there is no progress
2011- 0203  * Data collectrom $194.926 = &§ Untouched chaptery 1O report.
2011 - 0204 :",Z VFC-eligible population $150.668 = -!"5%)’ Untouched Chapter 2: Vaccine Accountability and Management
2011 - 0205 [}l * Storage and handling $196,269 = Ej Untouched Chapter 2: Vaccine Accountsbility and Management
2011 - 0206 * Federal excjseta 524 702 = &4 lintnuched  Chapter 2: Vaccine Accountability and Management
2011 - 0207 '.'.-.- {" \acci Requ'red ObjeCtIVGS are marked Wlth *. Chapter 2: Vaccine Accountability and Management
2011- 0301 1~ Percent Ontional obiectives are marked with a Star. Chapter 2 Immunization Information Systems

© Tip: Select the Review Notes icon to see the Review Note specified for the objective
during application review.

Q wam Planning and Evaluation

2011 - 0102
2011 - 0201 gine A snd
Review Mote
2011- 0202 5] cine Ac and
353 {Weakness - High) Grantee failed to add a new evalustion plan for & component. Grantee must select a
2011 - 0203 *D component for evaluation and submit activities and performance measures. Mo Recommendation Text cine Accountability snd Mansgement
44 N9NA =77 R Lahmbla nonnlatinn HARM RRR =1 EE Vintrnchad O Ghanter 2 Warnine Arcnuntahilite and Mananemeant

© Note: If an objective was marked as “This objective does not apply” in the application, it
will display; however, it will be set to Approved since there is no progress to report. See
there is no Progress Update tab.

2011 - 0505 * Identify household contacts 50 Approved Chapter 5: Perinatal Hepatitis B Pravention

Objective Performance Measure Grantee Activities

Objective Name: ™ |dentify household contacts This Objective does not Apply: 7

Association: Chapter 5: Perinatal Hepatitis B Prevention Reason: Warking this objective as does not apply

* to test this capability. IfI il this out, | do
Type: Required not have to enter any Performance
Measure or Activity. Also, | cannot
associate to any line item. Cannot fund
an ohjective not part of the active
workplan.

Statement: * |dentify household contacts and sexual partners of HBsAg-positive pregnant women and
ensure they receive the hepatitis B vaccine series, if susceptible.

115 Related Objective: 7
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& Tip: Funding Breakout per Objective.
$1U1,47@ Eﬁ]WDrking Chapter 1: Program F

Default shows the breakout of sources that
fund the objective.

Source

Fur‘d”"g Source FITTTCFOITTT

T OPs 250,000
WFC OPS 21,050
WFC AFLK 23,000
State Funds 247 424
$101,474 = £§ Working Chapter 1: Program f
Default shows the breakout of line items
Source Line ltem associated to the objective.
Source Category Description % Total % Objective
Phil Fricks (&=z=iztant SHNS
37 OP3 FA-Personnel Coordinator-Pharmacy 250,000 250,000
Manager:}
SEMHA Detroit VFC &
Immz/copied/ 102, 401 c
WFC OPS FA-Contractual (Other Public Entity - Sole 53,000 31,050
Source)
SEMHA Detroit VFC &
Immz/copied/102 401
WFC AFL FA-Contractual (Other Public Entity - Sole 23,000 23,000
Source)
State Funds FA-Personnel | or Do (Assistant $76,490 547 424

Laboratory Coordinator)
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2. Select an Objective.

Summary Workplan

E Due in: 62 days Budget Year: m

Award > Progress Report = Workplan

& Click to view the filter options. Current filter: [Status]

2011 - 0101

fc”a

50 }-Apprc ed Chapter 1: Program Planning and Evaluation

2011 - 0102 EE T 5259 578 = E%' Untouched Chagpter 1: Program Flanning and Evaluation

2011 - 0201 =1 Written policies 3265274 = Ej Untouched Chapter 2: Vaccine Accountsbility and Mansgement
An44 ANNN S| E Pnmdint aba iaiba CA9E 248 = BT 1 lmtaiiabhad | Fhonkee % Vaasine & ks et B

3. Select the Progress Update tab.

| Progress Update ‘r‘“-‘ |

2011 - 0102 = * Evaluation D59 578 = £ Untouched Chapter 1: Program Flanning snd Evsluation

Objective Performance Measure Grantee Activities

Objective Name: * Eyaluation
Association: Chapter 1: Program Planning and Evaluation

Type: Required

Statement: * All grantees are required to develop and submit an evaluation plan for a component of their
program to CDC.

1IS Related Objective: I~

2011 - 0201 ER * Written policies §265.274 = -'55' Untouched Chapter 2: Vaccine Accountability and Management

4. Select a value for “Status ".
a. Met
b. Partially Met
c. Not Met

Select

Not met
Partially met
et

Status:

Progress

(2000 characters remaining) "3

Barriers: *

(2000 characters remaining) 2%
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5. Enter “Progress ”. In the response box provided, describe your progress to date, making
sure to highlight successes.

6. Enter “Barriers ”. In the response box provided, describe barriers you have overcome
and/or those yet to be addressed, and request assistance where needed.

© Note: Barriers is not required if Status = Met.

7. Select Review tab after entering progress on each objective.

8. Select the Select All button.
© Note: Optionally, you may check individual objectives to approve as they are ready.

© Llog Out @ SuperUser Test © Colorado

i Award Immunizations and Vaccines for Children Grant

Summary Workplan

E Duein: 52 days Budget Year: m

Award = Progress Report = Workplan

@ Click to view the filter options. Current filter: [5tatus]

@| Frint Selected | Approve Selected | Review m
Select Number Total Budget $ m

20110101 Objective Name: Tribes $0  Approved

9. Select the Approve Selected button. All objectives will be marked approved.

i Award Immunizations and Vaccines for Children Grant ©Llog Out @ Superliser Test © Colorado

Summary Workplan

E Duein: 52 days Budget Year: m

Award > Progress Report = Workplan

@ Click to view the filter options. Current filter: [5tatus]
SelectAll |  PrintSelected || Approve Selected | review 200
Totl Bugget | Staus

20110101 Objective Name: Tribes $0  Approved

© Note: The system will not allow you to approve objectives missing progress update
information. A warning message will be given telling you which objectives are missing
information.
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You may now go back to the Summary page of the Mid Year Progress Report to add any
supporting documents as attachments and then submit.

The Workplan section shows a green checkmark because all are approved.

Workplan

All workplan items must reach approved status prior to submission. m

Work Plan Overview

Status Count
Untouched 0
Working 0
Approved 6

* The Work Plan Overview box indicates the status of your work on your objectives.

10
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V. Attach Documents (Optional)

Add any supporting documentation by using the following steps

1. Select the Summary tab.

2. Select the Add New Attachment

link in the Attachments section.

& Hommn

Work Plan Owerslo
Siatus Court
Linfoychad B
Wading 0
Appopnd a

= Tha Work Plan Gverview S indicim fha et of youw wol on you cpectrems

Workpkan Altachimenis
AN wodkplan items must reach approved status prioe (o submission Add New Attachmipal

3. Choose Browse in the Attachments area to find the file you wish to attach.

4. Enter a Display Name for the attachment. This is the name that will appear as a link in the
Attachments area after the attachment has been added.

5. Choose the Select Type form the pull down menu. Options are “Estimated FSR” and “Other
Additional Mid Year Progress Report”

6. Enter a description of the document, if you wish.

Attachments

Add MNew Attachment

© Required (and optional) attachments are listed below. Supported file types for
attachments are: (xls, doc, pdf, ppt, mdb, mpp, vsd, b4, jpg and zip).

“Choose a file:
| ( |[(Browse. |

{ *Display Name: ]

Il

Description:

{1000

characters remaining)

[ Upload File Reget]

("Se\ect Type: | Estimated FSR ] i/

11

"select Type: | Estimated FSR

DESCI‘IptIDnZ ““Estimated F SR
Other Additional Mid Year Progress Report

There are two types of Optional attachment types.
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7. Choose Upload File button. (Reset clears the file, display name and description fields)

© Note: You may delete this attachment any time prior to finalizing the Mid Year
Progress Report module.

© Note: There is no limit to the number of files you may attach.

© Note: Upload of Microsoft Office 2007 documents are not currently supported.

12
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VI.Open/Save Mid Year Progress Report

You can view or save your Mid Year Progress Report by using the following steps
1. Select the Summary tab.

2. Choose the PDF link to open the report.

Reports

Progress Report | | |@ PDF

The system will indicate it is generating the report.

! 5
| 2 http://egratis.saic.com/GratisDEY /Report/ReportViewer aspx?ReportGroupld =3 5&outpul —SESho WG

I File Edit Miew Favortes Tools  Heip

ahttp Jegratis.saic.com/GratisDE¥/ report ‘loading. htmb vicH

® LoaDIHNG &
-] -
L P
Please wait while we generate your PDF. You can
continue to work in the main window while it is loading.
You can close this window once the PDF has loaded.

The system prompts you to Open or Save the file.

13
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Do you want to open or save this file?

I Mame: Progrezs_Report. pdf
ok Type: Adobe Acrobat Document, 131EE
Fram: edgratis. zaic. com

Open Save | Cancel I

|--’ w, wihile files from the Internet can be uzeful, zome files can potentially
@ harm your computer. If pou do nat tust the zource, do not open or
= zave this file. What's the rigk?

3. To view the report, choose Open.

(To save the report, choose save and enter a file name for the document)

4. Choose Close when the download is completed.

5. Close the additional browser windows opened to generate the report. (See step 2 above.)

14
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l. Assistance
A. Programmatic Assistance

Programmatic and eGrATIS system related questions should be directed to your Project Officer.

You may also submit questions/issues by email to egratissupport@cdc.gov. When writing to
this general mailbox, also cc your Project Officer.

B. SDN Assistance
SDN Helpdesk points of contact may be reached at 1-800-532-9929, option 1.

Send emails to: phintech@cdc.gov.

15
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Appendix A: Mid Year Progress Report (sample page o f report)

Workplan Details

2011-0101: Tribes

MNew Objective

[State:

ptatus: Partially met 1 Progress ___

Progress: [Thiz iz where the progress information is documented by the grantee. }- Update

[Barriers: [Thiz iz where the bamier information iz documented by the grantee.

[Statement: las part of the grant application and progress reports, grantees must submit documentation that
idescribes how tribes are involved in the planning and implementation of immunization program
lactivities for AVAMN populations

IS Related [fes
ID |Activity Description
1 | Activity 1 for 0101.

State Funds

$20,0685

1] Type Performance Measure

Statement Submission of documentation as
appendix to grant application. (Attach
this document via eGrATIS using the
Attachments section located on the
Application Summary page. Use the
Attachment Type = Chapter 1, Tribes.)

Gotham Clty (HZAP-123458)
2011 Mid Year Progrecs Raport Genarated by #GraATIE on 8142011

Fage 2 of T&

16




